
 -1- TestPilotEnterprise/HCPSS/OMET/mcnamara/2006 

3 and 4 

Creating a Test Pilot Survey/Assessment 
 

Log on to your Index page  

 

Your new Test Pilot: Enterprise account can be accessed by using the 

following url scheme: 

 

http://tp.hcpss.org/USERID/index.tpx?manage 

 

Replace USERID with the userid you provided in New Test Pilot 

account registration form.  You will be prompted for the userid and 

password you supplied on the registration form. 

 

From the Index page you can:   

1. Build an assessment from 

scratch, 

2. Duplicate an already created 

assessment, or 

3. Manage an already created 

assessment. 

 

 

  

 
Build a New Survey/Assessment 
 
1. In the box next to button called “New,” type in the name of your assessment – remember to put the correct 

extension (.tp4) at the end of your file name (i.e. – first_test.tp4).  

 

2. Click on the button “New.”  

 

 

 

 

 

 

 

 

 

3. Your Assessment 

will appear in the 

yellow area with the 

name “new” 

appearing as a 

hyperlink. 

 

4. Click on the link 

“new” to edit the 

assessment. 

 

Note: 
Each time you create an assessment, the word “new” will appear in the index.  You will rename the assessment when you 
edit the assessment. 
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The Assessment Management Page 
 

After you click on “new” on the Index page, you will be taken to the Assessment Management Page. 

 

Use the Assessment Management Page to Edit your test, view and download your responses, and to access the url for 

test-takers. 

 

Click on Edit to create the assessment.  

 

1 – URL for Assessment 

2 – Edit Assessment 

3 – Viewing Options for Assessment Results 

4 – Summary of questions and participants 

5 – Response Maintenance Options 
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Creating a Survey/Assessment 
 

Select the items on the left side of the screen to complete your survey or assessment.  

 

• Look and Feel - Design the look and feel of your survey/assessment. 

This includes authoring instructions and headings as well as the 

assessment's layout (e.g. text color, size and style) and whether or not 

all questions will be shown at once. 

• Create Questions – Choose the type of question. 

• Select Questions – Reorder, group and renumber questions 

• Submit Actions – Determines response text takes receive when they 

submit their assessment/survey 

• Security -  

  

 

  

 
 

 

 
Look and Feel 

Design the look and feel of your 

survey/assessment. This includes authoring 

instructions and headings as well as the 

assessment's layout (e.g. text color, size and style) and whether or not all questions will be shown at once. 

 

 

 

 

 

  

Look and Feel: 

Edit Headers, Footers, and Other Messages 
• Title - Appears on web page’s title bar  

• Header - Appears on top of assessment’s web page 

• Instructions – Enter the 

assessment/survey’s instructions 

• Prepared by – Enter 

assessment/survey creator 

• Footer - Appears on the bottom of the 

page 

 

 

 

 

Click Update. 

* Note – anytime you make a change you 

must click on Update.  
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Look and Feel: 
Define Page 

Layout 
 

Some choices: 

 

• Anonymity – If you select anonymous 

any user names and passwords set in 

Security – Manage Authorized 

Participant List – will not work. 

 

• Branching – Participants are routed to 

different questions depending on their 

responses. 

 

• Numbering – Numbers your questions 

 

• Background Graphic – Enter the url of a 

graphic you have stored on your CLC 

home page folder. 

 

• Text sizes, colors, styles and fonts 

 

• Background color 

 

 

 

 
 

 
Look and Feel: 
Editing Defaults 
 

Some choices: 

 

• Question Type - Choose 

the question type that is 

selected when you select 

Create Question. 

 

• Mathematical – Choose 

Format numbers into 

columns for creating 

vertical math problems. 

 

• Essay Boxes – Choose the 

default essay box size.  
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For Multiple Choice 

questions – enter number of 
choices here. 

Create Questions 
 

 

Question Editor 

• Choose the type of Question you would like to 

create. 

• Enter your question.  

• Click Update.  

• Your questions will begin with #10. 

 

 

* Note – anytime you make a change you 

must click on Update.  

 

 

 

 

 
 
Each question has unique choices.  With questions 

that have more than one response, you need to 

enter the number of responses under  

 
 
 

 
 
 

 
 
 

 
 

 

 

 
 

 
Editing Questions 
 

If you need to edit a question, click on the question in the box on the left. 

 

 

 

 

 

 



 -6- TestPilotEnterprise/HCPSS/OMET/mcnamara/2006 

 
Selecting and Grouping Questions 
 

 

 

Use to: 

• Reorder questions. 

• Create groups of questions. 

 

 

Reorder Questions 
To reorder your questions, click on Reorder 

Questions in top left corner. 

 

 

 

 

 

 

 

Before Reordering During Reordering 

After Reordering 
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Grouping Questions 
Enter a new for a group of questions in the box next to New Group.  Click Create. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You may specify or edit any group's name. Each group may be enabled or disabled.  To enable a group of 

questions click on box under “Used for Generation.” 

 

• Questions that are not assigned to an enabled group will not appear on any assessment. You may elect to have 

the program make a random selection of a group's questions. 

 

• To delete a question from a group, highlight its id in the list, check the remove selection from group checkbox 

and click Update. To remove a group, check the delete this group check box and click Update. 

 

Hint: You may use enabled groups to offer a large set of questions and define a set of disabled groups to track the scores 

of subsets of questions since the program calculates partial scores for all groups with every participant's submission. This 

information can be accessed in the custom reporting area of the owner options 
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Submit Actions 
 

 

This feature allows you to determine what 

you want people to see after they have 

completed your assessment/survey.  

 

 

For surveys 

• At Score select Never 

• At Correct Answer select Never 

 

 

 

 

 

 

 

 
 
 

 
 

 
 
 

 
 
 

Default Feedback 
 

 

 

Type in a feedback message (such as 

Thank you for Submitting Form, etc.) 

or  
Enter a URL to an already created web 

page. 

 

Don’t forget to click Update.  

 

 
Conditional Feedback 
Allows you to create feedback 

depending on a scored response.    
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Security   
 

This feature allows you to:  

• Manage Global Security Information 

• Manage Time Limits 

• Manage Access Count Limits 

• Manage Authorized Participant List 

• Manage Authorized Workstation List 

  

 

 

 

 
Manage Authorize Participant List 
 

Type in or copy and paste the list of participants who will 

take the survey/assessment.  

This becomes the USER ID. 

 

For anonymous surveys type in only one participant. Each 

user will use the same id and password. 

 

 

• At ID type in the 

userid.   

• At password type in 

password. 

• Click Update Entry. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you want a separate id for each test taker, you would type them in here 
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Disseminating Assessment/Survey and Reviewing the Data 
 

URL for Survey 
 

• Click on Owner Options to return to Assessment Management Page. 

•  

The URL for the Assessment appears in the upper left corner.  

 

 

Disseminating URL 
 

• Copy and Paste the URL into your 

email, notice, etc.  

 

• Be sure to include the USER ID and 

password for your assessment.

  

 

 

 

 

 

 

 

 

 
Reviewing the Results 
 

Go to the Assessment Management Page. 

 

Top Right corner will  indicate how many submissions have occurred. 

  

 

 

 

 

Submission Viewing Options 
• View Table 

• View Single 

• Download All ** 

• Statistics 

• Generate Report 

• Custom Reports 

 

** Select Download All to retrieve an Excel version of the results of your assessments. 

  

 


